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8 August 1961
70 ¢ All Ares Records Officers '

FROM : Records Administration Officer

BUBJECT: New Procedure for Processing of Routine Forw Repriunts

1. In line with the ewphasis on a decenmtralized Porms
Monagewent Program, certain forms fumctiows will néeessarily
have to be "farmed out” to the Area Regords Officer (ARC).
Step one of this plan involves the ARO's assuming a much
graester responsibility in the form reprint procedures. The.
plan, effective 9 August 1951, will be accomplished ac followss

a. AlL routine reprint requests for stock forms will
go direct from DSCB/OL to the ARO in the componsnt
having primary responsibility for the form.

b. The ARO will send the approved request for ro-
plenishment of stoek forms back to DSCB/OL through
the Printing Services Produstion Coovdinator lovated
in the basewent of Adwinistration Building.

¢. Non-stock form reprints requosts will also bypess
Forus Managewent and go through the ARG to the
Printing Services Division Production Coordinstor.
The ARO will approve all requssts for reprinis apd

: indieate spproval by signing his name in special

instructions section of the Printing Ssrvice Requiei -
tion. (Printing Bervices will rot procéss roguisitions
uvaless they are approved by the ARO.)

d. All requests for pew or revised forws, both CIA
and other Government Agency; changes in status of
forms such as obsoletions, changes in shipping
sategory, ard sterility, will comtinue to de pro-
ceased through Forus Managewent.

¢. This new procedure will require » wore eriticsl
review of forms by the ARO. He vill need %o quesiion
quantities ordered, need, rreclanssification, dupli-
cation, eliminste forus whorever he ean and generally

.~ try to sharpen up reprint procedurse. . .

... 2. ALl DD/P forms action will eomiinue to be proesssed through
the DIP/RMO, S ‘

3. We will be huppy to assist the ARO with any problems he
wey have in affecting this procedural change in an orderly wenner.
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